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Log a Complaint in the Public Portal

Purpose

C?)‘ This job aid covers how to log a complaint for a licensed facility as well as an
unlicensed facility in the Public Portal.

81 18 Business Role(s)

* Public
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To file a public complaint about a facility (licensed or unlicensed), follow the
steps below.

1. Click the File a Complaint tab on the Home page. The File a Complaint tab with
general instructions and other information is displayed on the screen.

Parent Resources

» Provider Map for Licensad Child Care Centers/Homes
« Get Help Paying for Child Care

« POF A Parents Guide to Chilid Care Licsnsing

Note: The instructions for logging a complaint are listed here. You are not required to
provide your name or contact information while logging the complaint, and if you do, it will
be kept confidential unless ordered by the court. Please be aware that if you do not give
your name, a Consultant will not be able to contact you for any additional information, and
the complaint may not be assigned or may be unconfirmed due to an inability to reach you

for follow-up.

2. Click the Next button to navigate to the next step.
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3. Populate all the relevant fields in the Personal Information section. This section allows
you to add your personal details, such as name, address, city, zip code, etc.

4. Next, populate all the relevant fields in the Complaint Against section. This section
allows you to add details regarding the complaint, such as the facility name, who was
involved, what happened, etc.

Select the relevant option for the Is this a complaint regarding a
facility/agency/provider operating without registration/license? field.

- Select No for a licensed facility.

- Select Yes for an unlicensed facility and populate how you know that facility is operating
without a license.
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5. Next, click the Submit button once you have completed entering the necessary details.

X

6. The Submit pop-up window is displayed. Click the Agree and Submit button to submit
the complaint.
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